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Note —  Answers may -be written eirher- in English or in Hindi:
but the same medium should be used throughout the

paper. - _
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All questions of Sections A, B and C are compulsory
and should be attempted together.
All questions of Sections A and B are cartying 10 marks cach.
Questions of Section C are carrying 5 marks each. . .
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Attempt any o questions {each carries 10 inarks) :
() What do you mean by effective communication ? Explain
the factors that increase effectiveness of communication.
(i) Differentiate between Oral and Written communication,
Explain the merits anc_i limitations of Oral and Written
communication.
(i) Describe the importance of Modern Technology in
business communication, Explain any rwvo rerms—_E-ma;iI,
Teleconference, Internet, Multimedia etc. ‘

() Explain the meaning, need and importance of business

letters.
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Attempt any o questiéns (each carries 10 marks) :.

()  Write -a letter to M/s HCL Photocopier asking for
quotation for latest models of photocopier machines

‘a.vailable with_ the company. Also enquirc about the

terms and conditions for payment and delivery.
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You have received a letter from M/s Goodluck Company

inquiring. about the printing of magazines you deal in.

Write a suit_able reply- to the above letter giving the
pricés and terms upon which you are willing to supply
them.

One of your customt;rs had piaced order with you and

you are not able to execute the order due to financial

. constraints. Writeé & letter to your customer asking for

advance payment for supply of goods.

Draft a letter of com.plaint on behalf of M/s I.P.
Cosmetics to M/s Lipline of Ahmedabad regarding
two months delay in supplly of cosmetics received from

them.

frefafem § ¥ frdl @ w B Bfm (v

EEE!

0"

10 3= @1 F) . )

ﬁuﬁnanﬁéﬁﬁmaﬁwfﬁ@qﬁﬁm
F § IueE wEETR a%emg'—imﬁ%ﬁl
%ﬁ?ﬁéﬁﬁm|mﬁﬁmﬁ.aﬂt
fectatt 3 ol o el & Ak # ghous



(i)

(i)

(s )y 3%

H9H HOd EEE FOA Y TH 9 W g
¥ fod @ W W oo B om A @
¢ i ey die FW %) SHE T % waE
i s v fafew o s wiwd o v
% fafer M wdl W am 3% wEm FW
% fau w@rR € |

R
¥ 3R ou fadta sreamett & wRw 3@ fremica
Hﬁﬁ%ﬁ%lmmﬁ'ﬁm'
AR I T gl e % faw e 3

-aﬁ'q?’l%'QI_

(v}

fod A FEfEE W IR A SRR
Mmﬁﬁmaﬁwwmm
TR wifeg foad SER WG SEfor. # 9w
idowE oW W B oA A fafey

Attempt any fwe questions {each carries 10 marks) :

(N

Kotak Mahendra Bank is opening its ATM lhcilify in
Sector-105. Noida on May 15, 2015. Write an invitation

letter to your customers residing in and around this

“ locality for the opening ceremony.
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M/s Lamba and Lamba, eleclronic'goods dealer has
changed the place of business 10 more suitable premises
on account of expansion of Buisness. Write a letter to
Bank Manager, Andhra Bank intimating about the
change of address. .
As the Secretary of A.l.pha Ltd., write a letter to General
Insurance Corporation, Janpath, New Delhi, requesting
to pay a visit and provide the estimate to ensure the
office premises aﬁd stock of* your company.
Write a letter in'response to the adveniéement published
in a leading newspaper for the post of Officc Manager
giving your pefsohal details, qualification, age and

experience.
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Write short notes on any fhree (each carries 5 marks) :
N Verbal and non-verbal communication |
{(#)  Principles of good Business Letter
(i) Minutes |
~ (iv) Dishonoured cheque

(v}  Voice mail,
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